












Show these transactions in the
"Contents" short list of illustra.
tions as follows:

SAMPLE FIGURE CAPTIONS

Use the following styles for
figure captions in USGS book
reports. Note capitalization, punc-
tuation, and spacing. Underline
letters that represent parts of the
figure (A,m to indicate italic. The
caption for fossil photographs that
will be plates in a USGS book has
a different style. A good general
rule is to follow the style of a
recent publication.

Figure 1 Figure 2 Figure 2A (added) Figure 3 Figure 4 (deleted)

Figure 5 (combined with

figure 3)

Figure 6 (combined with

figure 3)
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FORMA TTI NG AN D

TYPING TABLES

Tables for review or editing
should be typed double spaced, ex-
cept for column heads, which may
be single spaced. If tables are long
and time is of the essence, legible
handwritten copy is acceptable.
Keep in mind, however, that the
tables will have to be keyboarded
and proofed at some stage, so you
must plan time for that. Follow
the style and format of the book
or map in which the table will be
published. (See also section on
tables, p. 216.)

Margins on the table must
be adequate-at least 1 inch,
and preferably as much as IV2
inches-on all four sides. Fold
oversize tables to page size if
possible using accordian-type folds
so that the table number and at
least part of the title appear at
the top and the page number ap-
pears at the bottom. Make folds
between columns to avoid damage
to the typed matter. (Extremely
large tables may need to be rolled
instead of folded, and camera-copy
originals should not be folded.)

At the end of the paragraph
that contains the first principal
reference to a table, insert a note
indicating where the table is to be
printed (see preceding section on
figure and table references). The
table itself is the next page of text
(except for tables so large that
they must be rolled instead of
folded), and each sheet of the
table is given a sequential text
page number. (If you are prepar-
ing camera-ready tables, talk first
to an editor.)

USGS Professional Paper and
Techniques of Water-Resources
Investigations
FIGURE 13.--Fort Union Formation, east eide

of Crooks Gap, Wyo., in NW1/4NW1/4

sec. 17, T. 28 N., R. 92 W.~, Localities

from which pollen samples were

collected (open circles); ~, Uranium

prospects (solid circles).

If more than two lines, the first
line of caption is flush left and
overruns are indented five spaces.

Illustrations are renumbered
before Director's approval.

A duplicate of the illustrations list
is a useful inventory item to
accompany the illustrations
themselves in the mill copy of
your report during further
processing.

The mode of publication deter-
mines placement of figure and
caption in the draft copy of
the manuscript, as follows: USGS Bulletin, Circular, and

Water-Supply Paper

Figure 1. Fort Union Formation, east side of

Crooks Gap, Wyo., in NW1/4NW1/4 sec. 17,

T. 28 N., R. 92 W. ~,Localities from which

pollen samples were collected (open circles);

~, Uranium prospecte (solid circles).

Note that this format differs
slightly in that "Figure" is cap
and lowercase, no dash follows
period, and first line and overruns
are flush left; all other elements
remain the same.

USGS book and map series
only. Each figure caption is
on a page by itself. Attach
figure caption page to the mill
copy of the figure; also attach
a completed "Author's Check
List" to the mill copy of the
figure or map. The "Author's
Check List" is the yellow
sheet-Form 9-1517 (revised
March 1987). Do not interleave
the illustrations themselves in
the manuscript; place them at
the end of the mill copy of the
report (with the figure caption
and the "Author's Check
List' ').

USGS Open-File Reports
only. Place caption below
illustration on the same page.

Short Title

The following example shows
how to condense the long caption
to a short title for the "Contents"
list of illustrations (indention
depends on style of publication).

Maps showing local1tiss of pollan samples

and uranium prospects in the Fort

Union Formation near Crooks Gap,

Wyo.

PARTS OF A TABLE

Title
All tables, like figures, should

stand alone-that is, a reader
should be able to get the gist of a
table without having to refer to

Reports for outside publica-
tion. Follow instructions
from journal or publisher.
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any other part of the report. The
title, therefore, should include as
much information as is necessary
for comprehension, including the
geographic location. No ending
period follows the title in USGS
publications (unless the last word
is abbreviated). Some titles should
be underlined for italic. If a table
is continued from one sheet to
another, repeat (1) the title fol-
lowed by "-Continued," (2) any
explanatory material, either inside
or outside brackets, between the
title and the body of the table, and
(3) any column headings. Follow
the style of the book or map series
in which you plan to publish the
table. Use sample figure captions
as guides for typing titles of
various lengths.

the second type in the bracketed
headnote.

tronically to another system
and printed out on any good qual-
ity printer linked to the system.
Printing terminals allow different
print fonts, line spacing, 10 or
12 characters per inch (pitch),
and even fine touches such as
justification with incremental
word/letter spacing and line mea-
sures (number of picas). Copy
from a line printer or from dot
matrix printers generally does
not make good camera-ready
copy.

Horizontal and Vertical Rules

Place a rule the width of the
table at the beginning and end of
the table; if the table is 10 pages
long, the end rule goes only at the
end of the table on page 10, not at
the end of each page of the table.
The GPO style manual describes
use of rules within the table. Use
vertical rules sparingly.

GUIDELINES

The following guidelines are
useful for typing camera-ready
tables:

1.

CAMERA-READY

TEXT AN D TAB lES

Bracketed Headnote

Include qualifying or explanatory
information relevant to the table
in a bracketed headnote. Brackets
are the preferred punctuation
mark for indicating such supplied
information.

Width is the most important
dimension of the table. For
best results, type tables at
least 10 percent larger than
publication size, but not larger
than 50 percent. Use all the
horizontal space. To arrange
the data neatly within the
allotted space, try this method:
Select the longest line from
each column and type all the
words on one line. Check to
see if the line will reduce to
column width, page width, or
broad measure. Then divide
the space remaining between
the end of this line and the
right-hand margin for the re-
quired width into equal parts
and apportion this space be-
tween the columns. Be sure to
separate columns by at least
two spaces.

[A bracketed headnote follows the title and is

typed double spaced. Use sample figure

captions as guide to placement of lines and

indentions. Headnote can be written in

telegraphic style (as is a figure caption).

Headnote contains such items as the

definition of any abbreviations or acronyms

used in the table: ppm, parte per m1ll1on; Tr.,

trace; m, meters. Anaiyste: Dorothy Covel and

Benton Curtis. Internal punctuation can be

used, but no period at the end (unless the last

word is abbreviated)]

Leaders

Leaders in a table serve (1) to
carry the eye from a reading col-
umn to the next column and (2)
to indicate something within a
column. Use dot or dash leaders
for the first type and three
hyphens, ---, for the second. Define

2. Type all material in camera-
ready tables single spaced,
with the following exceptions:

2.1 Use half-spaces above and
below all horizontal rules
(except above the top
horizontal rule).

Because of the cost savings in-
volved, camera-ready text and
tables (those that can be photo-
graphed onto a printing plate for
reproduction) are becoming in-
creasingly popular. They are used
in many Survey reports and maps
(for example, USGS Professional
Papers 852 and 1052, and Circular
827). Many outside publishers
require camera-ready copy, par-
ticularly for abstracts. Camera-
ready text and tables must be
typed perfectly because the copy
is the final one required for
reproduction.

Print text or tables on a
letter-quality printer after final
corrections and formatting. Use
good-quality bond paper; continu-
ous form paper is not recom-
mended but is acceptable if
nothing else is available (do not
print on perforations).

Text or tables stored in a com-
puter can be transmitted elec-

Camera-ready text and tables 257



2.2 To make tables easier to
read, insert a blank line
after every four or five
lines of data. To decide
when to skip a line, add
up the number of lines,
and then determine what
number the total is most
easily divided by-four,
five, or six-and place
blank lines accordingly.

2.3 If subscripts or super-
scripts overlap adjacent
lines, allow more space
between lines. The
method for doing this
varies with the machine.

or program is available, the
small numerals on it should be
used instead of full-size
superscripts.

7. A void underlining (to indicate
italic) in tabular matter. If
italic type is required in a
table, use an italic print wheel
or typing element that makes
a crisp, dark imprint. Paleon-
tologic names may be under-
lined, however, if italic is
unavailable.

3. If titles and bracketed head-
notes of tables in USGS books
will be set by the typesetter,
type the title on a separate
page. At the top of camera-
ready copy of the table, type
the table number and title, and
the name and typeface of the
element (or the name of the
print wheel or program) you
used, so that corrections can
be made if necessary.

EQUATIONS

Equations can be typed or hand-
written legibly for review and
editorial purposes. Most letter
symbols in equations are set in
italic; logarithmic and trigono-
metric functions, chemical sym-
bols, and units of measure are not
italic. Indicate italic to the typeset-
ter by underlining each letter.
Underlining can be done by hand
on typed copy, if it is too difficult
or time consuming to do on a
machine. Center equation on the
manuscript page and place the
equation number in parentheses at
the right margin.

In text, reference is to equa-
tion 1 (no parentheses around
number). The equations on the
facing page show format, spacing,
and usage (U.S. GPO Style Man-
ual, p. 155-156). If you need to
prepare camera copy of equations,
your local editor may have
current advice.

MAXIMUM, MINIMUM, AND IDEAL

WIDTHS FOR CAMERA-READY

TABLES PREPARED FOR USGS

PUBLICATIONS

Widths are herein listed in
inches. Widths are based on
readable reductions of standard
12-pitch type (12 characters per
inch). Tables typed in 10-pitch
type (10 characters per inch) can
be about 20 percent wider (table 15).

Table 15. Widths, in inches, for camera-ready tables4 Center column headings hori-
zontally above the columns and
vertically between the cross
rules or as close to vertical as
is possible. Type ofrub Ii cation and

}:orrn 0 presentation

5. Type horizontal rules if your
printer makes a smooth, neat
line. If not, mark the rules in
blue pencil and have them
drafted. If vertical rules are
necessary (they seldom are)
have them drafted.

3.5
7.2
9.0

5.3
10.8
13.5

3.9
8.0

10.0

4.4
9.0

11.3

3.3
6.9
9.2

5.0
lOA
13.8

3.7
7.7

10.2

4.2
8.6
11.5

1lnPe footnote nurnbers ~thin
and at the bottom of the table
as superscript nurnbers. The
shelf (_/), which sometimes is
marked on manuscript copy to
indicate footnote numbers,
should not be typed on camera-
ready copy. If a Greek-math
typing element, print wheel,

6. 3.2
6.5
8.7

4.0-4.5
4.2-4.6

4.8
9.8

13.0
6.0
6.0

3.5
7.2
9.6
4.0
4.2

4.0
8.1

10.8
5.0
5.0

Pro~~~~ ~~~~ Page width Side title Bulletin, Circular,

Water-Supply Paper:
Column width Page width Side title Techniques of Water-

Resources Investigations
Column width Page width Side title MF map: Column width2 Other maps: Column width2--

lTables wider than the s~gested maximums may be unavoidable, but be aware that
every extra fraction of an inch over the maximum decreases the legibility and quality
of reproduction of the table.

2Tables may be designed to span any number of text columns. To find recommended
size for typed copy, multiply the column-width figure by the number of text columns to
be spanned, and then add 0.5 in. for each column more than one.
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Add an affiliation and an address
after the name, if such informa-
tion would be useful to the reader.

ApPENDIXES

Appendixes are placed at the
end of a USGS report and gener-
ally are preceded by a halftitle
page. For more than one appen-
dix, number (not letter) them con-
secutively. Type them in the same
manner as text or tables and
follow the same general rules for
format, style, and spacing. List
them in "Contents" after
"References Cited."

REFERENCE CITATION IN TEXT

References in text of Survey
publications are cited as follows:
If a paper has one or two authors,
both authors' names should be
used-in and out of parentheses.
If the paper has three or more
authors and if only one reference
can be cited in that way, the
reference should be to the first
author "and others."

FORMATTING ABSTRACTS

FOR SCIENTIFIC

MEETINGS

Prepare double-spaced copy for
review and editing as you would
any manuscript. Send all technical
review copies with the mill copy.
You can print the abstract on a
copy of the society's form to check
the fit and ensure that you've
made the best possible use of the
space, but wait until Director's ap-
proval to print out the final copy.

The USGS asks authors to list
their government mail address (as
well as affiliation) so that readers
know where to direct inquiries.

You'll need to be aware of how
the society will process your
abstract. Will the abstract be
reduced from your camera-ready
copy? If so, resist squeezing too
much into too little space. Leave
the right margin ragged because
it's easier to read than right-
justified text. Avoid ornate
typefaces. Past programs are a
source of both good and bad ideas.
Copy from a proportional-space
printer looks more typeset than
that from other printers. An im-
pact printer produces sharper copy
than a thermal or dot-matrix
printer. A reducing copier will
help you see how your abstract
looks when reduced.

~ Authors' initials have periods,
but no spaces, between them.

~ All journal names are spelled
out.

~ Only first words and proper
names are capitalized.

~ Generally, only one colon per
reference is used-after the
title.

~ Brackets indicate supplied
information [translation of a
title, for example].

The following generalized format
is used for each citation in the
reference list, depending on type
of publication:

Author, Initial,Initial, year, Title:
City, State, publisher, pagina-

tion (for book);
Journal name, volume,

pagination;
Series name and number,

pagination.

Samples of References Cited in

Typed Text

Some of the pyrite with the uranium

minerals is framboidal, according to Daniels

and Gilbert (1966). According to Wilson and

others (1973), however, the pyrite" " ".

This report was prepared on the basis of

earlier work in the area (Turner and

Verhoogen, 1960; Wilson and others, 1973;

8oh!, 1978; J.E. Hogan, written commun.,

1973).

Two papers by exactly the same
author (or exactly the same group
of authors) in the same year are
cited in text as "* * * according

to Smith (1979a, b)."
Note punctuation (semicolons,

commas, ellipses) and spacing. See
section' 'Preparing References for
Survey Reports" for more detailed
instructions (p. 234).

UNPUBLISHED INFORMATION

Unless approved for publication,
a report "in preparation" is not
listed under "References Cited"-
to do so would mislead your
reader. Such material is cited in
text as unpublished data or un-
published mapping. Information
acquired from other workers is
also cited only in text and as a
written or oral communication.

If the name is a logical part of
the sentence, cite in text as
follows:

The cave was explored by P.C. Noble

(unpub. data, 1978), or

HALFTITLE PAGE
P.C. Noble (unpub. mapping, 1979), or

A halftitle page is used in a
USGS book report before a group
of items (tables or fossil plates, for
example) at the end of a report to
designate what follows. Double
space this material and center it
vertically on the page with a
double rule before and after
the typed material. (See facing
page.)

P.C. Noble (oral commun., 1980), or

P.C. Noble (written commun., 1981)

If the name is not a logical part
of the sentence, put the citation at
the end, as in the following
example:

The cave waJls are mainly limestone (P .C.

Noble, unpub. mapping, 1979).

Halftitle page2&2





Appendixes

_Appendixes are numbered
consecutively and are at the
end of the report.

.Entries 

in table are centered
under column head..Entries 

in table are aligned on
decimal point or hyphen
(denoting range).

CHECKLIST FOR ABSTRACTS FOR

SCIENTIFIC MEETINGS

Footnotes_Footnotes 

are placed under a
rule about 16 typewritten
spaces long at the end of the
paragraph in which they first
appear. The first line of a
footnote is indented five
spaces and overruns are flush
left.
.Footnotes are numbered con-
secutively throughout text.
.Footnote numbers are
superscripts.

Equations

_Equation number is in paren-
theses at right margin.

_Reference to equation in text
is not parenthesized.

_Letters are properly under-
lined for italic.

Figure and Table Citations in Text

-The following notation is made
at the end of the first para-
graph that contains the prin-
cipal citation to the figure or
table, and a blank line pre-
cedes and follows each such
notation.

Measured Sections

_Measured sections are in for-
mat and style of publisher.

_Each stratigraphic unit in a
measured section is complete
on a page.

-Ordering is maintained in
measured sections by re-
peating headings and
"-Continued" at the top
of the following page.

.Overruns are consistently
spaced in measured sections.

FIGURE X.--NEAB HEBE

TABLE X.--NEAB HEBE

.Figure 

and table citations in
text are capitalized and ab-
breviated according to pub-
lisher's style. USGS style is
figure 1 and table 1 outside
parentheses (and fig. 1 and
table 1 inside parentheses).

Disclaimers

_Appropriate disclaimers are
used, if needed.

References

_Reference citations are in
correct format in both text
and list.

Tables

-Tables are numbered consecu-
tively and are interleaved in
text.

-Tables have margins of at
least 1 inch all around.

_Bracketed headnote in table or
measured section has no
period at the end.

-Tables have one top (head)
and one bottom (end) rule.
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